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Business Requirements - Human Resources S z
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gy
¥ of Business  1u Scope or Out of 5 z
11K Function: Requirements:  Scope for Phase 17 [»]
201 Benefits 38 Inscope zo0
202 Caseer Development Plan & Competency Tracking 22 inscope
203 Compensation 55  Inscope
204 Conuscior Tracking 4  Inscope
205 Employee Administration 46 Inscope
206 Employee Comumunications 13 Inscope
207 Employee Relations 27 Oulof scope
208 M&A, Restructuring 3 Outof scope
209 Pesformance Management 22  Inscope
210 Policies and Procedures 50 Inscope
211 Recruiting 135 lnscope
212 Succession Planning 1l Outof scopec
21) Surveys 3 in scope
214 Treining 70  Inscope
215 Workforce Planning/StalTing 35 Outof scope
216 Worklorce Deployment 0 Outofscope
217 Payroll 31 Inscope
Subtotst HR Function 615

3+ GOVERNMENT
EXHIBIT
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Human Rer ~urces

Benefits

)] Function Sub-Function Requirement

201.01.001 Benefuts Coverage Maintgin the following types of benefit plans: Medical, Dental, Life, L1, STD, Defined Contribution Benefits, Supplemental Life

2004.01.002 Benefits Coverage Ability to view leave balances for employees

201.01.003 Bencfits Coverage Ability to definc leave plans based on diferent criteria

201.01.004  |Benefits Coverage Ability to base leave sccrual on years of service

201.01.003 Benelils Covernge Ability to manually adjust leave balances

201.01.006 Bencfits Coverage Ability to track multiple types of leave

201.04.007 Benefils Coverage Aulto gencrate COBRA eligibility letier and track date letier was sent 10 notify employee of COBRA rights

201.01.008 Bencfils Coverage Ability to stop company match when maximum limil is reached

201.01.009  [Benefits Coverage Coverage for Life Insurance benefits based on an “as of” salary dalc (life insurance as of July Ist)

201.01.010  |Bemefits Coverage Ability to support life insurance coverage reduction fules

20101011 Benefits Coverage Ability 10 support flat contribution benefits plans (Child life - Nat $5,000)

201.01.012 Benelits Coverage Seamiess transfer of employee benefit elections to benefit cartiers

201.01.013 Benefits Coverage Provide the ability to define, calculste and process various types of earnings, including but not limited 1o base pay, overtime (lime and
a half), longevity pay, shifl difTerential, stipends, special program pay, holiday pay, leave pay.

201.01.014 Benefis Coverage Setup Benelit Providers

201.01.015 Benefits Coverage Provide employees with web acoess to their benefits programs, including health, dental, vision, insurance, and savings plans. Ensble
employees 1o communicale benefit choices, including clections, validations, confirmation staicments, and other relsted content.
Provide single-page, single sign-on acoess 1o complete benefit information, for both detail and summary level pages.

201.01.016 Benelits Coverage Manange Savings Plans (403b)

201.01.017 Benefits Coverage Manage FMLA, Leave Plans

201.01.018  [Benelits Coverage Determine strategic goals for benefit plans by measuring sucecsscs and importance of the plan to individuals vlilization

201.01.019 Benelits Coverage Provide the sbility 1o have muliiple providers and coverage ‘evels of a single plan type.

201.01.020 Benelils Coverage Provide calculsied benefit deduction amounts based on user defined table of nates, calculations, and coverage rules.

201,04.021 Benefits Coverage Determine deduction frequency and amount based on employee pay frequency.

201.01.022 Denefits Coverage Manage life insurance covarage and step change rules.

201.01.023 Benefits Coverage Pravide the benefits cost projections for user defined time frames based on current employee data

201.01.024 Benefits Coverage Provide efTective dating for deductions aulomating arrearages and credits for Employec.

204.01.025  {Benefits Coverape To provide Lhe appropriaic Cobra benefit and associaled reporting whenever the qualifying event occurs,

201.01.026  [Benefits Coverage Ability 10 edministcr flexible spending accounts and claims administration.

201.04.027 Benefits Coverage Ability 1o pravide employecs reimbursement for specified educational advancement,

201.01.028 Benefits Coverage Ability 1o adexinister Wellness, EAP, Fitness, Drug lesting, physicals and other health policics to inimize health issues.

201.01.029  |Benefits Coverage Ability to adrinister Worker's Compensation insurance including claims, tracking of incid , and payment of premi

201.02.00¢ Benef(ils Employec Data Ability to caplure basic demographic information on an cmployce

201.02.002 Benelits Employee Data Absility to store emerpency conisct information on an employee

201,02.003  |Denefits Employee Daia Audit Irail to track employee changes and indicate who made the change

201.02.004 Benceflits Employee Data Abilily to auto assign employce number when an employee is added

201.02.008 Denefits Employee Data Ability to group individuals by user defined criteria

201.02.006  {Benefits Cmployee Data Ability to track employee gricvances and disciplinary actions (dutes, rcasons, type of warning, and folluw-up)

201.02.007 Benefits Employee Data Ability to establish uscr defined fields 1o track information not captured in standard liclds

201.02.008 Benefits Employee Data Ability to manusly adjust employment dates

201.02.009 | Benefits Employee Data Auto enroll employees in default benefits

201.02.010  Benelits Employec Data Aulo lerminate employees benefits when terminate employment (end of month)
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Aduman Rernurces Benefits

[1}] Function Sub-Functivn Requirement

201 02011 Nenelits Employec Data Automatically move terminated employees into COBRA eligible status

2001.02.012 Benefils Employee Data Track dependent and beneficiary benefits information

201.02.01) Benelits Employee Data Disenroll employee/ retiree in previous plan when change/ new enroliment of plan occurs.

201.02.014 Benefits Employec Data A utomatically calculaie balance duc from employee/ retirec whose deductions excecd their payment.

201.03.001 Benelits Guidelincs Auto calculation of benefits eligibiliry

201.01.002 Benefits Guidelines Ability to support eligibility requirement

201.03.003 Benefits Guidelines Maintain ensollments, changes and ierminations for billing purposes

201.03.004 Benelits Guidelines Ability to acoess data from dstabascs and export files

201.03.003 Benefits Guidelines Ability 1o creale and maintain an interim of development directory.

201.03.006 Benefits Guidelines Allow personne! and position adjustments to be made in the development dircctory.

201.03.007  [Benelits Guidclines Creale individual sitc/depariment audit trail

201.03.008 Benefits Guidelines Allow uscr defined overrides

201.03.009 Bencfits Guidelines Atllow varying levels of security acocss

201.03.010  |Benefits Guidelines Allow the crestion of user-defined 1ables

201.03.011 Beneflits Guidelines Provide the sbility to ensoll employecs in multiple plans with one point of dats entry.

201.03.012  |Benefits Guidelines Pend online request for updates if employoes are required to submit prooff documentation.

201.03.013 iBenefits Guidelines Provide clectronic envollment process with user defined frequencies.

201.03.014  |Bencfis Guidelines Provide elecironic entry into payroll of benefits billing amounts and transactions.

201.03.0i5  {Benefits Guidelines Provide integration between accounts receivable and benefits billing.

201.03.016  [Bencfits Guidelines Provide benefit eligibility tracking.

201.03.017 Benelits Guidelines Provide onlinc benefits information and envoliment.

201.03.018  |Benefits Guidelines The ability to elect benefits coverage for a plan or calendws yewr.

201.04.001 Benefits Info Tracking Ability to track CEU credits for nurses and CPE credils for accountants

201.04.002  [Benefits info Tracking Ability 1o track certifications snd renewal daies

201.04.003  [Benefits Info Tracking Ability to dcfault position information to employocs based on pasition code assigned

201.04.004  |Benelits Info Tracking Ability 1o track temporary employecs, non-cmployecs snd interns

201.04.005 Benelits Info Tracking Teack entry rules (15t of the month following ninety days (nol 3 months) of employment, dale of hire is equal to day one)

201.04.006  |Benclits Info Tracking Ability to track hours of abscnce that count loward FMLA ‘

201.04.007  |Benefits Info Tracking Ability to calculste and track company matching coniribution of 401K plan

201.04.008  |Benefits Info Tracking Track vesting schedules for pension plans (S year graduated from date of hire)

201.04.009  |Bencfits Info Tracking Track adjusted hire for pension purposcs

201.04.010  [Bencfits Info Tracking Ability to track costs and claims numbers

201.04.011 Benefits info Tracking Track employecs who waive benefits

201.04.012 Benelits Info Tracking Provide the ability to track survivor coverage.

201.04.013  |Benelits Info Tracking Provide the ability to track and callect benefits costs from cmployecs on leave.

201.04.014  [Benefits Info Tracking Provide the ability 1o track employees by hire date, insurance plan, sex, depaniment, and bargaining unit,

201.05.001 Benefits Reports Ability to report by plan, localion, depariment, product

201.05.002  |Bencfits Reports Change control reports — discrepancy reposts, benefits deduction, data eniry, cost cenler, title changes, etc.

201.05.003  |Benefits Reports Ability to automatically generatc reports with relevant new hire information for Sccurity, ITS, and Facilitics when a new employce is
entered in the system

201.05.004  |Bencfits Reports Ability to produce reports based on any segment un the position contral number

201.05.008 Beneflits Reports Standard reports requested on-line

201.05.006  |Benefits Reports Budget and Adjustment Status Repont

201.05.007  |Benclits Reports Status report of positions
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Human Resources

Benelils

11 Function Sub-Function Requirement

201,05.008 Uenefits Reports System must be able to generale reports on split funded positions and positions splil over multiple locations,

201.05.009 _ |Benefits Repons Provide benefits rate table history.

201.05.010 Renelits Reports Provide sutomated notice at time employee/ retirce/ term/ beneficiary becomes Medicare cligible.

201.05.011 Benefits Reports Provide automatcd leticr to members al user defined ages to notify of benefit options

201.05.012 Benelits Reports Provide automated benefits letter with options based on employee status changes (including job dsis and (amily status changes).
201.05.01 Denelits Reports Support importing of files.
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Human Resources

Career D@velopment

n Function Sub-Fumction Requirement
202 U1 00 Career Development, Hlan, Career Path Planning {Identify career progressions
Competency Tracking
20201002 |Cueer Development, Plan, Cuscer Path Planning|Create Career Modcels
Competency Tracking
202 01 003 [Caseer Development, Plan, Career Path Planning | Outline necessary/recommended steps for sdvancement
20201004  |Caseer Development, Plan, Career Path Planning | Design Career Counselling Program
Competency Tracking
20201 005 |Career Development, Plan, Cweer Path Planning | Train Managers on Career Counselling
Competency Tracking
20201006  (Career Development, Plan, Career Path Plaaning| Work with employee to complete career develop plan
Competency Tracking
202.01 007  [Career Development, Plan, Cazeer Path Planning | Employees mansge their own careers and improve their skill sets as job requirements change
Competency Tracking
202.00 008  |Career Development, Plan, Cascer Poth Planning |Facilitate cultural change tvough the develop of inual ! ']
Competency Tracking
202.01.009  |Carver Development, Plan, Career Path Planning | Carcer Planning
Competency Tracking
20201010  |Career Development, Plan, Career Path Planning | Individual Development Plan
Competency Tracking
202.01.011 Career Development, Plan, Career Path Planning [Personsl Development Commitment (What the individusl employee proposes to do in the next 12 months, as part of his/her
Competency Tracking commitment to increasing their value to Nextel)
2021.01.012 Career Development, Plan, Career Path Planning | Employee preference for career options
Competency Tracking
202.02 001 Career Development, Plan, Skillsets Provide for the capturing and uacking of employee information related to educstion including (but not limited (o) highest level of
Competency Tracking education sitained, degree level, field of degree, date of degree, schools stiended, number of semester how, certification
20202002 [Caseer Development, Plan, Skillsets Review curtent positions, skills, competencics, and organization structure
Competency Tracking i
202.02.003  |Carcer Development, Plan, Skillsets Request, record and wrack employee skills, centifi Ii ing education sequi for y. union snd skilks
Competency Tracking [management.
202.02.004  |[Carcer Development, Plan, Skillsets Update nccessary systems with new skills
Competency Tracking
202.02.005  |Career Development, Plan, Skillsets Show the availability of competent resources to meet present and future business needs.
Competency Tracking . i
202.02.006  {Career Development, Plan, Skillsets Creutc procedures and practices that preparc the new employee or newly promoied for operational resdiness
Competency Tracking " - —_
202.02.007  |Carcer Development, Plan, Skillsets Require thet all people be suitsbly trained to » competent level which allows them to meet the requirementa of their position
Competency Tracking : — -
202.02.008  |Carecr Development, Plan, Skillscts Shif focus ta cmployability inside the organization by developing Uaining programs that align with succession plans
Competency Tracking :
202.02.009  |Career Development, Plan, Skillsets Single capability catalogue to identify Up skilling/Cross skilling options for ensichment or enlargement development
Competency Tracking
202.02010  |Cureer Development, Plan, Skilisets Definc an employee's capabilitics from the capabifity list
Competency Tracking
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Human Resources

i Function Sub-Function Requirement

03 01,001 Compensation Awards Calculating Awasds and Allocations

10) 0).002  |Compenssnion Awurds Managing Awards Approval and Payout

203 01.00)  |Compensation Awasds Provide the ability 1o track evaluation due dates.

203 01 004 Compensation Awnsds Provide the ability 1o track evaluation results, including date, reviewer, rating, and comments.

203 01.005  |Compensation Awards Automatically genersic notices to supervisors that an empioyee evaluation date is pending.

201 01.006 |{Compensstion Awards Provide the sbility 1o sdminister mass boouses and to track the total amount (assign bonuses (o all employees of a subset using @ user
defined critcria).

20).01.007  |Compensation Awnrds Provide the ability 10 creste automated incentive pay based on perfonmance criteria.

101.01.008  |Compensation Awards Report promotions to management end within mansgement,

203.01.009 Comp L Awards The ability 10 define the eligibility and proiocols for any variable or incentive reward sysiems.

201.02.001  [Compensatioa [Employee Data Provide seniority tracking for certain positions.

10).02.002 |Compensation Employee Data Provide the ability to track employ date, evalustion date, adjusted employment datc, sistus date, rehire date, lermination dste,

203.02.003 |Compensstion Employee Dais Provide the ability to entes multiple personnel sctions for s singie cmployee st one time (including actions 10 occus sl a future date).

20).02.004  |Compensation Employee Dats Provide sutomated rscking and reporting of probationary periods.

20).02.005  [Compensation Employee Dsta Prompt 10 review status and new eligibility of iemporary employees who have been on the psyroil 3ix months or more

20).02.006  {Compenssiion Employee Data Truck donsted sick leave/ vacation

203.02.007  |Comp i Employee Data Provide the new hire repont

20302.008  [Comp Employee Data The ability to uniquely identify each employee

201.02.009  |Compenssiion Employee Data The sbility to validste employee status

203.02010  [Compensation Employee Data The ability to send employee an enroliment conlirmation

203.02.011  [Compensation Employee Dsta The ability to collect, edit, and balance worked and non-worked time prior 10 submitting for processing

203.02.012 |Compensation Employee Duta The ability 10 meintain temporary and permanent changes (o payroll related data (i.c. adjustments, deductions, W4 information, di
deposit information, ctc.)

203.02.013  |Compensation Employee Data The ability to extract and provide third-party vendon applicable information related (o the payroll process.

203.02.014  [Compensation Employee Dsta The ability 1o interface necessary payroll dais to other sysiems fof required financisl reporting.

203.03.001  [Compensation Salary Setup Salary Plany

203.03.002  [Compensation Salary Budgeting and Planning Salary Increnses

203.0).00)  {Compensation Salary Business Unit/Deprrtment Mansger actively involved in sllocating vasiable compensation

20301004 [Compensation Salwy Use fewer salary ranges and increase broad-banding breadth (o allow Line Managers more di ton in hiring and promotions

203.03.005  [Compensstion Saluy Integration of balanced scorecard toward targets/compensatiun goals

203.03.006 |Compensaiion Salary Provide the ability 1o access employee history including but not limited to salary, title, sccount number, status, weekly time/
sttendance and payrol) check detail

201.03.007 ICompensalion Salary Link salaries, EEO and point facturs to classifications.

203.03.008  |Compensation Salary Provide salary range exceplion wamings.

20303009  |Compensstion Salary Provide ated sslary increases based on user defined criteria (¢. g, union, depariment, etc.)

20).0).010 __ {Compensation Salary Provide the user defincd rate table to accommodaie multiple salary structures.

20303 011 |Compensation Salary Provide history of salary ranges, changes, and retro pays.

203.0).012 _ {Compentation Salary Provide the ability (o change compensation structures for all emplayees based on published survey dstu.

201.0).013  Compensation Salary Provide the ability 1o generate and print compensation including, alf e (benefits, & ive puy, etc.).

201.0).014 |Compensation Salary Provide the ability to sutomatically calculste retro pay, if necessary, and transfer salary when an employee transfers to a different

. organizational unit as suthorized, with appropriate security and approvs! levels.

203 03.015  jCompensation Salary Provide the abilily 1o compute teemination pey- offs.

20303016  |Compensation Salury Administer Compensation

20303017 [Compensation Sslary Process Salary Change requests

20)03.018 |Compensation Sslary Ability to rack Base Pay

201.01 019  |Compensation Salary Ability to uack Pay Changes as amounts or percentages.
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Human Resources

Compensastion

n Function Sub-Function Requirement
03 11020 [Compensation Salary Complete job pricing nctvinies
)0 Compensation Salary Manage Executive Compensation Progsam
03 43 022 [Compensation Salary C i availsble comp ion plans
2031 03023 {Compensation Salary The ubility 1o adjust qir and year-end bslances, print and distribute W-2's, and balance qus/year end.
203 03 V24 |Compensation Ssluy ‘e ability lo collect, calculsie and audit payroll informstion.
203 03.025  [Compensation Salary The Iblluly 10 ulcvluz /033 lo net and prove the calculations are accursie before producing pryment distribution,
203.03.026  {Compensstion Selary Esti jon puidelines for individual conuracts
201.03.027  [Compensation Salary Leverage off e:lemal salary surveys such a3 Pry Nct
103.0).028  |Compensation Salny Determine salary and ‘compensstion for the p
203.03.029 Compensstion Salary Compensation plans are focused on Cul(ana lndmdul Team and Organization goals
203.03.0J0  Compensstion Salary Business Unit/Deparimen Manager actively involved in sllocating variable compensation
201.0).031  {Compensation Saluary Comp ia policics and FAQ knowledpebases svailsble on-line 1o 100% of employees and managers
103.03.02  [Compensation Salary Employees have asccess 1o planning 1ools that incorporste total compensation
203.04.001  {Comp i Time Reporting | Support borrowing of employees between work groups and reporting scross work groups and state lines
203.04.002  |Compensation Time Reporting Support partisl day loan of employees between work groups sad across state lines
203 04.00]  {Compensation Tirme Reporting Establish Time Reporting Codes and Work proups
103.04 004  ICompensation Time Reporting Define Schedules, and Report Tisme. Intcgrete with Payroll Applicstions, and Financials.
103.04.005  ]Compensation Tirne Reporting ollect time
203.04.006  [Compensation Time Rzpomnl |Support clock howr, elapsed time, project / labor, sad dollar reporting.
203.04.007  {Compensation Time R % Work time cannot overisp other work Lime o6 8 time report.
201.04.008  |Compensation Time Rm Exception and Positive time and attendance reporting must be supported.
10104009 {Comp i Time Reporting Evaluste reported houry
203.04.010 _ [Compensation Time Reponting Complete for ing and reporting
203.04.011 Compensation Time Reporting P 1epare hours for poss {o net processing
203.04 012 |Compensation Tiroe Reporting Prepase and deliver hours to payroll
203.04.01)  {Compensstion Time Reporting Employce enters overtime
201.04.014  [Compensation Time Reporting Overtime communicaled lo supervisor {or approval
203.04.015  {Compensation Time Reponing Overtime spproved by supervisor
203.04.016 | Compensation Time Reporting Payroll only processes spproved overtime
203.04.017 Comg i Time Reponing Ability to monitor unspproved overtime
203.04.013  {Compensation Tire Reporting Overtime showing actual and converted hours, year to dste and psy period dollers.
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Human Resources

Contract Yracking

1 Function Sub-Function Requirement

204 01.001 Contractor Tracking General C Mansg:

204.01.002  [Conuacior Tracking Genensl Individusi conractors (labor hire)

204.01.00]  |Contacior Tracking General Provide an internal check- and- balance of suthosized contract payroll deductions

204.01.004  |Conusctor Tracking General Prevent further employoe payments at expiration date of contract or at depletion of contract amount
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Human Resources

Employee Administralion

L Funclion Sub-Function Requirement
205 01 001 Employce Admimisteation Records and Reports |1 he sbility 10 prove that ail nccessary benelits, company and pay information 15 available 10 3 departing cmployee, all company
assets are accounted for, and exst interview is performed
205 01 002 f:mployee Administration Records and Reports | The sbility 1o define decision making authorizstion levels (organization hicsarchics) and departmentstion.
205.01 003 {Enployce Administration Records and Reports [The ahility 10 prove that orgsnizational staffing assignments mect the business objectives
205 01.004 Employee Administralion Records and Reports | The ability to exccute acquisitions or divestitures of scgments of the company and the related employees.
205 01 005 Employee Adminisuration Records and Reports | The ability to track and record persona! dats changes.
20501006 |Employce Administration Records and Reports [ The ability 1o identify, store, rack and destroy employee related reports and records to meet statutory regulations.
105.01.007 Employee Administration Records and Reports [ The sbility to identify various sccess levels to employee data dependent upon the individus! user.
205.01.008 Employee Administration Records and Reports [Require vasious reports, such as sick leave by location, exception parameters, ad hoc reports, clc.
205.01.009 |[Employee Administration Records and Reports [Allow managers 1o forecast and manage expendilwe on Ursining. salacics and opersting budgets, such as: contractors, stationary,
Ielecormumunications, travel, sccom., etc
205.02.001 Employee Administration Time Off Provide the ability to create user delined leave sccrual siructures based on employee aturibute (stributes include, years of service, job
) assignument, etc ).
205.02.002  [Employee Administration Time OfT Provide the sbility 1o define parameters, carryaver amounts, ceilings, ctc, for leave plans.
205.02.003 Employee Adminustration Time OfT Provide d retro vecation scaruals based on user defined critena (i. €., class, comp  cic.).
205.02.004 Employee Administsstion Time O Provide the ability to transler leave balances between employees st any kevel on an hour- fot- hour basis of actual cost by using
appropriste formulns.
203.02.005 |Employec Administrstion Time OIT Provide vacation and sick kave sccrud us a percentage of paid service.
205.02.006  |Employce Administration Timne Off Provide leave sccrunls easmed during paid sbsence.
205.02.007 [Employce Administeation Time OfT Provide the ability for vacation 10 be used after 8 specificd period of time.
205.02,008 |Employee Admuisiration Time OfT Manage Leaves of Absence
203.02.009  |Employce Administration Time OfT Receive employee request for Leave
20502010 |Employce Administration Time OIT Track/mainisin leave status and reporling
205.02.013 Employee Admmistration Time O Ability (o pay 13t month of salary in full and then subsidized 2nd and 31d month for Militwry Leaves followed by Termination
205.02.012  |Employec Administration Time Off Ability to rack STD after a month being on disability (may use or may not usc sick time) and then afier 6 months if the employec has
not come back, plsce them on LTD.
205.02.013  |Employee Adminisisation Time O Ability 10 track employces on 30 dayy of personal leave which may be exiended up to » period of 3 months.
205.02.014 |Employee Administsation Time OfT Ability for Managers to retwm employee from Leave.
205.02.015  |Employee Administration Time OfT Ability to rack Adminisuative Type Leave - Suspended with or without Pay.
205.02.016 |Employee Administsation Time OfT Abiliry to report on length of lcaves and Expected Return Date.
205.02.017 |Employee Adminisiration Time OT Ability for employees to be tcrminsied when Uy go on 11D
205.02.018  |Employcc Administration Time O Ability to tack cmployees on worker's comp.
20502019 |Employee Adminisuation Time OIF Provide the ability to view leave activily for vacation, sick leave, and compensatory time off on 8 pay petiod by pay perivd basis
through an online leave sccount ledger.
205.02.020 |Employoc Administsation Time ONT Provide the abilily to have sdditional keave categories (e. g . Personal & Comp Time).
205.02.021 _|Employce Administration Time O Decentralize absence application and approval process
105.02.022  |Employee Adminisisation Time O Employee entry of absence spplication
205.0202)  |Employee Administration Time O Absence spplications or exceplions ¢ icated (o supervisors for spproval
205 02.024  |Employec Administration Time OfT Absence or exceptions spproved by supervisor
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Human Resources

Employwe Administration

1)) Funciion Sub-Function Requirement
205 02 025 Employce Administsation Tiune O Absence or exception approval communicated to employees
205.02.026 imployee Adminisiration Time OIT Payroll only processes approved absences or exceptions
205.02.027  |Cmployce Administration Time OT Ability (o monitor unspproved absence applications or unapproved exccplions
205.02 028 Employee Adminisization Time O Exception reporting including the ability to define exception parameters.
205.02.029  |[Employce Adminisuation Time OfT Future post known exceptions 1o employee work schedules for vacation, trsining, LOA, unpaid absences
205.02030  |Employce Administsation Time OfT Support vacation, holidsy, excused work dey and other time ofY reporting in both full day and pant-day
205.02.0)1 Employee Adminisustion Time OfT Enforce negative lcave balances (or employees.
205.02 032 Employec Administration Time OfT Allow teporting of both paid and unpaid absence ime.
205.02.033 Employce Adminisustion Time O Allow cxceptions by pay type (mgml, non-mgmt) for positive reporting.
205.02.0)4  |Employce Administration Time OfF Define, detect and report on sbsences.
205.02 03§ Employee Adminisurslion Time OIT Record comments of reasons for employee sbsence.
205 02.036 Employee Adminisuration Time OIT Sysiem must be uble 1o generste scheduled time when no exceptions are reported for a day.
205 02.037  |Employec Administration Time O Allow reponting of both paid and unpaid worked time.
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Human Resources

Employese Communication

[1}} Funclios Sub-Function Requiremnent

206.01 001 Employes Communicstions General Provide the sbility to manusily assign, sulomatically generate or use SSN as employee/ applicany/ reliree number.

20601002 jEmployee C stions General Provide the sbility 10 make mass changes on cmployce data based on reorganizations (reassign depaniments of divisions.)

2060} 003 |Employoc Communicstions General Provide Employee Self Service tools on the Internet or Intranct.

206.01.004 |Employce Communications General Provide reponting by position.

20601 005  |Employec Communications General Provide the ability to vicw and print any clectronic approvals or cancellations of personncl transaction fosms and updatc database.

206.01.006  |Employee C Genersl Display and report employee's eamings by pay period, quarterly and yearly, or, on range of dates

206.01.007 _ |Employee C General Provide camings with breakdown of YTD totals for wages, taxes and deductions

206.01.008 |Employec Communicstions General Allow cmployees 1o update their own personal data, including, Name, Home and Mailing Address, P | Telephone Numbers,
Emergency Information, Marital Status.

206.01.009 [Employce Communications General The sbility lo s0dress key mansgement practices 10 define, evaluste, measurc and communicale the organizational structure.

206.01.010 |Employce Communications General The ability to cstablish p s for ions between employecs, 1 and bargaining units as sppropriste.

206.01.011  |Employec C ications Genetal Provide informstion to generste injury reports.

206.08.012  1{Employec C ications General Provide the ability 1o record and report on employee skills and competencies, including history.

206.01.013  {Employes Communicati | Genesal Deliver Globs) Comsmunications vis multiple ch Is and hani developed 10 reach 100% of the employee populstion
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Human Resources Employse Relatlons

[1U Fumction Sub-Function Hequirement
207 01 001 Employee Relsiions Hlenelits Detenmine union gricvance procedures
N 20701.002  [Employee Relstivns Benefits Provide the ability (o rack employee gricvances, including sicps taken, datcs of lhe stcps (including {uture datcs), appesls, and
: comments.
207.01.003  |Employce Relations Benefits Review bene fits and compensstion programs
207.01.004  |Employee Relations Benefits Review other rewwds
207.01.005  |Employee Relations Benelits Review market trends in retention
207.01.006  |Employee Reistions Benefits Revise/cresic employee jon program
207.01.007  [Employce Relations Benefils Obtain spproval of retention program
207.02.001  |Employee Relations Performance Provide the ability 1o Uack special and additional evaluation without changing the daie of unnual evalustion.
207.02.002  |Employce Relations Performance Provide the sbility o exiend probationsry period.
207.02.003  |Employee Relations Performance Pravide the ability to change the date of snnual evaluation.
207.02.004  [Employee Relations Performance Caary out comparisons between an employees profile and the ideal job requircments of s potential job
207.02.005  |Employee Relations Pesformance Performance Management
207.02.006  |Employec Relations Performance Evaluation to measure perfi ¢ of Contractors for managers / supeyvisors
207.02.007  [Employce Relations Performance Reports on budget per formance for senior managers
207,02.008  |Employee Relations Performance Contractor performance
207.02.009 jEmployee Relations Pesformance Asscss rewards
207.03.001  {Employee Relations Structure Evalusic and itor existing labos contracts
207.03.002  |Employce Relations Structure Negotiste and I L
207.0).003  [Employce Relutions Structure Detarmine wage sdministration
207.03.004  |Employee Relations Structure [ Provide 8 contrsct management sysicm thal ailows calcadar of cvents, Lrigger/ tickler capability snd record of wansaction history,
207.03.005  [Employce Relations Structure Provide the ability to track results from drug/ alcohol tests (e. g., pasitive, random, post- sccident, ressonable suspicion, and follow-
up information) by employee, department, organization, job clussification, disciplinary sctions, ™ programs
207.03.006  [Employee Relstions Suucture Provide the ability to rack ot ali procedural levels by type, date, organizsti | unit and employee.
_ 207.0).007  |Employec Relations Structure Collect and review employees issues and
207.03.008  |Employce Relations Suructure D and impl ( worklife policy —
207.03.009  |Employee Relations Structure Establish guidelines, policics and principles regarding the relaii hip betwoen employee and organization
207.03.010  [Employee Relations Structure Determine which skills are in demand in the masket and hence those roles where significant tunover may be expecied
207.03.041  |Employee Relations Structure [Prepare work force demographic reports out 10 five years to determine expected tumaver of workforce
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Human Resources

MEA, Restructuring

111} Funclion Sub-Function Reguirement

0801.00]  |M&A, Restructurings General Identify HR/Payroll issues in relationship Lo 1eorganizations and acquisstions
0801.002  |[M&A, Resuuctwings General Develop sction plan to manage and resolve issucs

208 01.003 M&A, Restructurings General fmpd 1 fssue M Resolution Plan
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Human Resources

Peariormance Managsment

1¥] Function Sub-Function Requiremest

209 01 001 Performance Mansgement Evaluation/Rewssds | I'ruvide the ability to Uack each employee’s performance review dates.

09 01 002 I’e1formance Managenient Evaluation/Rewsrds |I'rovide the sbility to track delinquent performance cvaluations.

209 01 003 Peiformance Management Evaluation/Rewards [ Allow user- defined performance rating codes

09 01.004 Perfomance M Evaluation/Rewards | Provide the ability 10 track performance evaluaiion objectives (i. ¢, Waining programs, eic.)

209.01.005 Performance Managemeni Evalustio/Rewards  |Reward philosophy based on achievement, not entitlement

209 0).006 Performance Management Evalustio/Rewards | Basis for pay increases is person's value, based on competency and conuibution to team/organization, not tenure

209.01.007 Performance Mansgement Evalustion/Rewmrds | Develop and document swasd/incentive policy (consult with managars and employees)

209.01.008  {Performance Mansgement Evalustion/Rewards {Impl Recognition Policy

209.01.009  [Perl ¢ Mansg Evalustiov/Rewards |{Redesign current benelits and compensation programs

209.01.010  {Performance Management Evalustion/Rewwds {Sclect and manzge applicabie vendors for Incentive policy

209.01.011 Performance Manag Evalustion/Rewards |1dentily and resolve substandad work performance tuough an sgreed upon plan of action.

209.01.012  [Perlc Manag Evalustion/Rewnrds | Determine KPls using Organi 's sustegic objectives

209 02.00% Perf ¢ Manag Job Specification Esipblish R stion Fi «k. Derive pay bands for jobs from external surveys and sources such ss Pay Net (Awards,
Agreements)

709.02.002  |Petformance Mansg Job Specif Standasdize position profiles (Standard proforma)

209.02.00) Performance Management lob Specificstion Position employec within determined pay band based on their develop of skills, knowiedge and p

209.02.004  [Perf Mansg t Job Specificalion Record behavioral comp s

209.02.005  {Performance Msnagement Job Specificstion | Addresses both non-varisble and vaniable psy

209.02.006 _ [Pef Manag, t Job Specification Evajuate employee/organization skills and comp against the comp ies required (o forward the sirstegic plan.

209.02.007  |Performance Management Job Specification 1dentify skilis progression and respomibility progression within an organizationsl suucire that is aligned with the suategic goals.

209.02.008 Performance Manag Job Specification The shility 1o provide the opportunity for individuals to progress along cstablished carcer paths.

209.02.009  |Performance Management lob Specification The sbility to establish developments! goals and measurements for an individual and wtilizing company wide proced for
assessing results.

209.02010  |Performance Management Job Specilication The ability to identify job responsibilitics/activities and to document the skills snd qualifications nccessary for successful

performance.
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Human Resources

Policies and Procedures

I} Funclios Sub-Funclion Requirement

21001 001 Policies and Proceduses Devclop & Update  [Create/ievise policy or procedure

210,01 002 Policies snd Procedwes Develop & Update  |Consult/review with line mansgement and/or SME

210 01,003 Policies ind Procedures Develop & Updste  |Obtain sppeoval of new/revised policy or procedure

210.01.004  iPolicees and Procedures Develop & Updale  [Develop Strategy to promote diversity in the workplace

21001005  (Policies and Procedures Develop & Updae |Obtain support from senior leve! mansgement

210.01.006  (Policics and Procedurcs Develop & Update  |Establish diversity councils

210.01.007 _ [Policics and Procedures Develop & Update  |Finalize Work force Diversity Strategy

21001.008 _ |Policies and Procedures Develop & Updaie | Oblain spproval in Workforoe Diversity Strategy

210.01.009  [Policies and Procedures Develop & Updsic | Develop policies in multiple languages if employer demographics and studics inds negative impsct (o employecs

210.02.001  [Policies and Procedures Health & Sefety The shility 1o report and investigatc safety issucs and their resolution.

210.02.002  [Policics and Procedures Health & Safety The ability o develop health and ssficty guidelines and provide compliance.

110.02.003  |{Policies and Procedures Health & Safety Csplure rehabilitation data such as examinaté dance and ic notification

210.02.004  |Policies snd Procedures ticalth & Safety Process employee’s retura to work

110.02.005  [Policics and Procedures Health & Sefety Require the unph ion of risk g stmegy

210.02.006  |Policies and Procedures Health & Salety Ritk Asse 0ol for Wasks and processes

210.02.007 Policies and Procedures Health & Safety Risk Assessment tool using the encrgy damage moded

210.02.008  [Policies and Proceduses Health & Safety Risk Assessment 100} link 10 procedures, standards, work orders

210.02.009  |Policics and Procedures Health & Salcty Risk Agscssment 100l record controls, person undertaking assessment, dse ctc

210.02.010  |Policics and Procedures Health & Salety Devtlop Strategy 1o promote health and wellness in the workplace

210.02.018  {Policies and Procedures Health & Safety Manage the health and safety of ull personndd (employees, eontractors)

21002012  {Policics and Procedurcs Health & Safety Kecp track of action officers and be able 1o stiach photos and forms i.e. notification

210.02.013  |Policies and Procedwes Health & Safety Requitement to repont on expiry date of cenificates and qualifications and ic nolification for both our workers and contracied
workers

210.02.014  |Policics and Procedures Health & Safety Document Health & Safety policies, procedwres eic

21002015  [Policics and Procedures Heanlth & Sefety When purchasing, recciving and dispatching good/services, 11&S signoff

210.02,016  |Policies and Procedures Health & Safety Requircment (o ensure that applicants meet the health and fitness nts of the p Genzrate 8 report of the fitness of
health requirements for a position that can be submitted 1o 8 medical iner for vaily A of spplicant litness.

210.02.017  |Policies mnd Procedures Health & Safety Health Evaluation — regular, pre-employment, rehabilitstion, Automatic notification

210.02.018  |Policics and Procedures Heslth & Safety Report on sccident and incident reporting, compensation claims, schabilitation data, bestos (and other exp ) exp and
heaith and safety training sticndance

21002019  {Policies and Proccdures Health & Safety Record Health and Safety training and sutomatic notification. Stat training reports - who is current, when assessed

210.02.020  [Policies and Procedures Health & Safcty Ability 10 report on abscnccs which are related to an incident.

210.02.021 Policics and Proceduses Health & Safety Registrable Plant Record - inspection and test deiails. Who has donc them and when. Regisiration costs snd registration code.

210.02.022  |[Policies and Procedures Health & Safety Asbestos exposute register. Asbesios location register.

210.02.023  |Policies md Procedures Health & Sufety Iliness, Incident, and Injury Tracking

210.02.024 Policics and Procedurcs Health & Safety Process Rehsb, Claims, and Examination Dala

210.02.025  [Policicy snd Procedures liealth & Salety Report to US Occup | Safety and Health

210.03.00) Policies and Procedures Implementation Implement new/revised polic or procedure

210.03.002  |Policies snd Procedwes Implementstion Publish new/revised policy or procedure

210.03.003  (Policies and Procedures Impl i Lmpl t Work force Diversity Sirategy

210.03.004 |Policies and Procedures Implementation The ability to familiarize new or ransferred employees with company policies, procedures, benclits, and logistics including
relocstion and international work force sdminisuation.

210.03.005  [Policics and Procedures Impliementation The ability to sddress key employment practices as it relates (o human resources in the areas of individual employment rights, job
analysis, and workplace behavior.

210.03.006  |Policics snd Proced Iimplementation Process for document and resolve issues of employee rules violauons
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Human Resources

Palicles and Procedures

1D Funclion Sub-Function Requirement

2100) 007 Polcies and Mrocedures Impicmentation The ability to resolve empluyee gricvances and interpersonal issucs within the workplace.

210 03 008 Pulicics and Procecdurcs Implementation The abilily 1o anticipeic possible crisis scenarios and cresic plans foc mitigating impact.

210 03.009 Policics and Procedures Implementation “Ihe ability 10 administer policies and procedures 10 conurol the the it and fraud of personsl and companunopctty

210.04.001 Policics and Procedures Tracking & The sbility to report employment and advancement opportunities 1o remedy effects of past discri 8 omen and
Reporting minoritics.

210.04.002 Policies and Procedures Tracking & The ability to report female and minority represcniation in the employer's 1otal work{otce a3 well a3 in standard job groupings.
Reporting

110.04.003 Policics and Procedures Tracking & The ability to report on employment and advancement opportunitics for disabled and Vietnam-¢rs veicran.
Reporting

210.04 004 Policies and Procedures Tracking & The abilily to report employment opportunitics for persons with disabilitics and provided accomsmodstions.
Reporting

210.04.005  |Policics and Procedures Tracking & The sbility to provide new hire imformation 10 siaic agencics to assist with collection of child support payments and frauvdulent
Reporting unemployment and worker's comp cluims.

210.04.006  |Policics and Procedures Tracking & The sbility W report the extent and scverity of work-refated injuries and ilinesses afTecting employees.
Reporting

110 04.007 Policics and Procedures Tracking & The ability to teport, investigate and resolve violations of policy (i.c. sexual harassmeit, misconduct}
Reporting
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Human Resources

Recrulting

n Fusclion Sub-Function Requirement

211 01008 Recruiting Application Process Piovide standardized apphication for cach position,

211.01.002 Recrutling Applicstion Process Provide online employer applications using web forms.

211.01.003 Recruiting Application Process Provide employee applications entered through scanned forms.

211 01.004 Recruiting Application Process Provide the ubility to aftach electronic resume documents Lo the spplicent record.

211.01.008 Recruiting Application Process Provide the ability for spplicants to apply for two or more positions st once.

211.01.006 Recruiting Application Process Pravide sutomaied inclusion of previous applicants who are eligible for new openings in hiring evaluations.

211.01.007 Recruiting Application Process Provide sutomaied inclusion of current employees who are eligible for new openings in huing ¢

211.01.008 Recruiting Application Process Provide test scheduling for spplicants where tests are required for epplicants.

211.01.009 Recruiling Application Process Provide test score Wracking for applicants that transfers Lo employoe records if the applicant is hired.

211.01.010 Recruiting Application Process Provide the applicant tracking with multiple search criterin including name, SSN, applicant mumber, ctc.

211.01.011 Recruiling Application Process Provide fields for capluring spplicant source.

211.01.012 Recruiting Applicstion Prooess Provide an automated requisition sprwoval process.

211.01.013 Recruiting Application Process Provide ficlds 10 capture comments and status of multi- sicp employment process which varies by department.

201.00,014 Recviting Application Process Provide the sbility to request and accept electronic credit and background checks from outside agencics.

211.01.018 Recruiting Application Process Provide b dardized letiers using sysiem data (date or flag driven Uiggers).

211.01.016 Recruiting Application Process Provide the sbility to automstically creste an employee record from applicant uscking data,

211.01.017 Recruiting Application Process Provide the Applicant Tracking report with status, dates, cic.

211.01.018 Recruiting Application Process Provide EEO reports on applicants (rscking of rece, sex, position applied, ctc.).

211.01.019 Recruiting Applicstion Process Provide the ability 10 print reports for police/ fire applicants listing qualificstion/ employment process activilies to date,

211.03.020  |Recruiting Application Process Provide the ability 10 analyze spplicants oa criteris including but not limited 1o educsti xpeti skills, refevences, past
per formance, tests, work location preference, veterans status, elc.

211.01.021 Recruiting Application Process Provide report of past applicants listing what snd when they applied, status, results, eic.

211.01.022 Recuiting Application Process Provide the sbility for apolicants (o signify whether former employer may be contacicd.

211.01.02) Recruiting Applicstion Process Provide warnings and errors when trying to rehire employees terminated or disqualificd for cause.

211.01.024 Recruiting Application Procews Track and repont applicant sistus Uvough multipic processes and positions.

211.01.025 Recruiting Application Process Provide the sbility 10 reject applications for specific reason codes.

211.01.026 Recruiting Application Process Provide the automated ability to identify applicants with desired skills, abilitics, cxperience and education.

111.01.027 Recruiting Application Process Provide the ability 1o sceept intetest information and to generate notices to spplicants when jobz open for recruitment that apply to
their interest

215.01.028 Recniting Application Process Provide the ability 1o generale appropriate beiters upon cligible and ppli disp and relaie to mailing list for disuribution vis
the system,

211.01.029 Reciting Application Process Provide the abilily (o track applicants by occupational catcgory snd job groups through the entire personncl process for EEO unckin;f
selected by date( s).

211.01.030 _ jRecruiting Application Process Track applicant test scorts.

251.01.031 Recruiting Application Process The ability 10 gather, input and report on spplications/ sesumes received from internal and exicrnal sources.

211.01.032 Recruiting Application Process The ability ta maich spplicant skills to the requirements for the job.

241.01.03) Recruiting Application Process The sbility to schedule, conduct and cvaluate interviews with candiduies.

211.01.04 Recruiting Applicstion Process The ability to end spplicstions from recruits thal were not chosen o fill job and evaluste himerical requi

211,02.001 Recruiting {nterview Process Provide the ontinc review and approval of personnel transactions with updates st final review spproval.

211.02.002 _ {Recmviling Inteyview Process Provide tracking fos multiple types of tests, both puss/ fail and scared for empluyees and spplicants.

211.02.003 Recruiling Inlerview Process Provide the sbility to clectronically rate and/ or weight skills, experience, cd ion, certificati [E as pared t0 pre-
determincd classification standasds.

211.02.004 Recruiting Interview Process Pravide the ability to have various weighting capabilitics for exams.

211.02.00§ Recriting Interview Process Provide and maintain exam item bank.

211.02.006 Recnuiting Interview Process Pravide for online testing ( ple: typing, data entry, written multiple chaice).

211.02.007 _ |Recruiting Intesview Process Send pre-induction booklet

211.02.008 Recruiting Interview Process Ensure the coordinated induction of new / tansferred employees / contractors and visitors
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Human Resources

Recruiting

LY Funclion Sub-Function Requirement

211.02009  [Recruiting Intervicw Process Induction dsy factorcd inlo process of beginning job

211.02010  [Recruiting Interview Process Finalize employec on-boarding process

211 02014 Recruiting Interview Process Petform selection process of shortlisicd applicants

211.02012 Recruiting Interview Process D i itable sppli

21102013 |Reuuiling Interview Process Notify successful applicant

111.02.014 Recruiting Interview Process Send letter of ofTer

211.02.018 Recruiting Interview Process Deline dard intcrview questions

211.02.016  {Recruiting Interview Process Define interview feedhack questions.

211.02.017 Recruiting interview Process Interview and screening results ure svailable online 10 inlerviewers, managers and external candidaic sources

21102018  |Recruiting Interview Process Move job selection p 0 line gex1, with HR developing criteria for job comp , hiring & matrix, and
sdministration proceascs

211.02019  |Recruiting Interview Process Generate potices with varisbles in ordes 1o use the same lettes, but be able to customize the individual letters according to necd.

211.02.020  |Recruiting Interview Process Generste eligible lists in any order and 1o be able 1o provide inf ion 1o each specific eligible list according to the interview
results

211.02.021 Recruiting Interview Proceis Ability t0 st parsmeters as W bow long wo eligibility list ia maintained

211.02.022  |Recruiting Interview Process Provide the abifity to treck the ber of units lated and currently taking (or student workers and determine if enough units
were taken the previous semesier.

211.02.023  |Recruiting Interview Process Develop screening 1ools

211,02.024  |Recruiting Interview Process Determine sppropriate lool for 8 specific position or applicant

211.02.023 Recruiting Interview Process Screen candidate or group of candidstes

211.02.026  |Recruiting Interview Process Candidates are climinated or sdvanced to selection/pee-pl venifi

211.02.027 _ 1Recruiing Interview Process Decide 10 Hire/Rehire an applican

211.02.028  |Recruiting Interview Process Generate ofTer and rejection ketters.

211.02.029  {Recruiting interview Process Report hiring infommation for Affimative Action.

211.02.030  |Recruiting interview Proccss Sclection criteria on-line for managery/intarcsied employecs

211.02.031 Recruiling Interview Process Develop Talent Sourcing and Selection Strategics

211.03.001 Recruiting Policies & Procedures Allow for rchired employees (o use theis previous employee 1D,

211.03.002 Recruiting Policics & Procedures Assign employee 1D to New Hire.

211.03.003 Recruiting Policics & Procedures Storc employee persons! information (address, SSN, birth date, etc.)

211.03.004  |Recruiling Policies & Procedures Stoee professionsl cenification titles.

211.03.008 Recruting Policics & Procedures Track Disabled Staws.

211.03.006  ]Recruiling Policics & Procedures Track Handicapped Codes.

211.03.007  |Recruiting Policies & Procedwres Update Seniority and Service Date ficlds for rehires.

211.03.008  Recruiting Policres & Procedures Track who belongs to » union.

201.03,009  |Recruiting Policics & Procedures Track company property held by the employee when hired.

211.03.010  |Recruiting Policics & Proceduees Define standard job codes.

211.03.011 Recrwiting Policies & Proced Define standard job description for each job code.

211.03.002  |Recruiting Policics & Procedures Definc job grades ussocisted with each job code.

211.03.013 Recruiting Policics & Procedures Define standard job titles.

211.03.014  [Recruiting Policics & Procedures Delinc all job sites.

211.03.015  |Recrviting Policics & Procedures Definc sppraval work flow

211.03.016 Recrviting Policies & Procedures Delinc information that needs lo be captured in s requisition form.

211.03.017 Recruiting Policics & Procedures Definc sources where jobs should be posted

211,03.018  |Recruiting Policics & Procedures Define which sources should be used for which types of jobs

211.03.019  [Recruiling Policies & Procedures Define proscroening process and crileris.

211.03.020  JRecruiting Policies & Procedures Define inf ion that needs 1o be captured in an ofTer form.
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Recrulting
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]V Funclion Sub-Fuaciion Requirement

21103 024 Recruiting Policies & Procedures Kecruiting and Selection policics and procedures are on-line, accessible 1o everyone involved in the sta (Ting process

21103022 |Recruiting Policies & Procedures Centralized StafTing Centers supporting the entire organization

211.03 023 Recruiting Policies & Procedures Implement internal job posting guidelines

211.03024  |Recruiting Policics & Procedures Determine goidelines for the use of Temporary/Contract Services

211.03.025  |Recruiting Policics & Procedures Obtain approval of Temp/Contract Services guideli

211.01.026 Recruiting Policies & Procedures Control unsuthorized hiring

211.03.027  |Recruiting Policies & Procedwres Creste job description

211.04.001  [Rectuiting Recruiling Process Improve college recruiting sirmtegies by beginning candidaic/hire socialization into the company before the formal stan datc

211.04.002 Recruiting Recruiting Process Manage Recruiting Vendors

211.04.003 Recruiting Recruiting Process Candidstes should have access (o web sites, 1VR and (ax machines lo increase recruiling procets succes

211.04.004 Requiting Recruiting Process Develop coopermtive fecruiting alliances with community-based programs to identify and stract specify sudiences (women,
minorilics, retirees, disabled)

211.04.005 Recruiting Recruiting Process Initiate sourcing/recruiting cffort

211.04.006  |Recruiting Recruiling Process Collect Resumes

211.04.007 Recruiting Recruitiog Process Attend Career firs

211.04.008  |Recruiting Recrviting Process Develop Intermahip programs

21104009 |Recruiting Recruiting Process Develop Campus and Community recruiting programs

211.04.010  |Recruiting Recruiting Process Track expenses associated with requisitions.

211.04.011 Recruiting Recruiting Process Assign o requisition to a recruilcr and generate productivity reports.

211.04.012  {Recruiling Recruiting Process The ability to cstablish the best recruiting channels 1o be wiilized for each hiring sconario.

211.04.013  |Recyuiting Recruiting Process The sbility to evaluate recrui strategics against objective criteria.

211.04.014  [Recruiting Recrviting Process Electronic transfer of position description and other relevant recruitment information

211.04.015 Recruiting Recruiting Process Recruiltment proccss controlled by M ponsible for vacancy

211.04.016  {Recruiting Recruiting Process Online guid for Managers on recrui process

201.04.017  [Recruiling Recruiting Prooess Recruitment forecast for next 12 months

211.04.018  |Recruiting Recuiling Process Create Imernal and External Source xnd Rocruit Strategics

21).04.019  |Recruiling Recruiting Process 1dcntify appropriate sourcing/recruiling activities and programs

211.04.020  |Recruiting Recruting Process Finslize comprehensive recruiting/sourcing plan

211.04.021 Recruiting Recruiting Process Obtsin approval of recruiting/sourcing plan

211.05.001 Recruiting StafTing Needs Establish and maintsin # register of external providers

211.05.002  |Recruiting StafTing Needs Establish and maintsin & service devel agroement (or extemal providers

211.05.003  |Recruiting Sta{Ting Needs WUtilize external providers for your temporary employee needs

211.05.004  |Recruiting StafTing Necds Utilize external providers fos contract employecs, and pay Urough Accounts Paysble system

211.05.005 Recruiting Stafling Necds Outsource job postings and ad to extanal sg , subscription companics med web site management companics

211.05.006 Recruiting StafTing Needs Hecrui t necd identified

211,05.007  jRecruiling Stafling Needs Required (o obtsin the necessary Capabilitics Tasks and A 1abifitics for the p

211.05.008  |Recruiting Staffing Needs Definc salary ranges for cach job code. This may or may not be bascd on job location.

211.05.009  [Recruiting Stafling Necds Must inciude key 3 in s}l decision making and delivery activitics

211.05.010 _ |Recruiting Stafling Needs Determine the core competencies and work activities that are core 1o your company; non-core (i

21105011 |Recruiting Stafling Needs Provide the ability (0 customize job postings by sdding detail specific 10 each opening.

211.05.012 _ [Recruiling Stafling Necds Provide the ability to generate paper, ¢- mail and web posting notices of positions to be filled.

211.05.013  |Recruiting Staffing Necds Provide report of open positions by department, job title, and/ or class code. .

211.05.014  jRecruiting SiafTing Necds Provide the ability to track (ilicd and vacant positions by position number and/ or depariment and print reports with totals.

211.05.015  {Recruiling StafTing Needs Provide for s random, computer selection of names, for unskilled job types

211.05.016  |Recyuiting Sta{Ting Needs Tiansfer postings (o internet
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Recruiting

Human Resources
1 Function Sub-Fuaction Heguirement
21105 017 Recruiting StafTing Needs Crestc Management trmining programs
2105018  |Recruiting StafTing Needs o5t position snternally
2105019 Recruiting StafTing Necds Track and Measure the pesformance of Temporary/Contract Scrvices
211 05.020  jRecruiling StafTing Needs The ability to document snd gain approval foc 1 new job requisition
21105021 {Recruiting StaMing Needs The ability to hire temporary and contract personnel to fill short-term needs.
21105.022 {Recruiting StaTing Needs Ability (0 assess employee profiles for match sgainst vacant position
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Human Resources Succession Planning

H) Function Sub-Function Requirerment
= 212 01,001 Succession Pluming General Suppoﬂ work force wide succession le"“
21201002 |Succession Planning General Separation management
212.01.00) Succession Planning Genersl Survey employecs o identify potential scparation dates — Must be optional and non binding, for forccast purposes only
212.00.004  [Succession Plaaning General Develop and Imph < w0 Plans
212.01.005  |Succession Planning General Plan succession paths
212.01.006__[Succession Planaing Genenl ! fpublish successioa planning matcrialy
212.01.007  |Succession Planning Genesal Conduct Exit Interviews to establish for scpan
212.01.008  |Succession Planning General Succeasion Planning.
212.03.009  |Succession Planning General Asscss and manage the current work force's composition and sbility w satisfy organizational plans and requirements. In particular
develop succession-planning options for high risk or critical *Jobs’,
212.01.010  [Succession Planning General Identify succession planning strategies for bigh risk / value position with Nexicl
212.01.011  |Succession Plaming General Individual ion planning rep
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Human Resources

Surveys

1 Function Sub-Fuaction Requirement

21301 00F  [Surveys General The sbility to survey intemnal and extermnal changes, which may impact the organizations strategic plan and 1{uman Resources.

213 01.002 Surveys General The ability (o measure and interpret opinions snd satisfaction of sctive and lerminated employces (Exit Interviews, Focus Groups)
and recommend changes based on the analysis.

21301003 |Surveys Genersl Develop 8 suategy for deploying on-line, web based surveys 10 employces and managers.
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Human Resources

. Training

1Y Funclion Sub-Function Requirement

214.01.001 Trunming Need, Seiection & Execution Planning Training Budgets

114.01.002  |Training Need, Selection & Execution Monitor and store all costs related for budgeting purposes

214.01.003 Trining Need, Sclection & Execution Provide tuition reimbursement- system that has electronic forms, electronic calculations, processing rules, payment requests, update
system payroll, and inlegration lo transcripts and payments and repoting capability.

214.01.004 Training Need, Selection & Execution Implement training administration processes which allows department managers to request internal training classes for their direct
reports.

114.01.005 Traning Need, Selection & Execution Provide intcgration between training and employee competencies to determine training noeds.

114.01.006 Truining Noed, Selection & Execution Provide the ability to maintain recommended course and curticulum by position and/ or employee.

114.01.007 Treining Need, Selection & Execution Provide electronic training spproval routing based on user defined routing paths,

114.01.008  [Trauning Need, Sclection & Execution Provide the online course calalogs in training module with ability to search on course description / key words.

214.01.009 1 Tnining Need, Selection & Execution Provide automated Lrsining class prerequisite checking by the system.

214.01.010 | Trining Need, Selection & Execution Provide the ability (o capture and track training goals from perfonmance appraisal reviews.

214.01.011 Training Need, Sclection & Execution Provide the ability 1o track last activity date and next required action daic per employee and per training snd ficensing requirement

214.01.012  |Tnining Need, Selection & Execution Provide the ability lo review current training and certifications of employoes and rece dation of employec training plans that
relate 1o their specific position of job function.

214.01.013 Training Necd, Sclection & Execution Provide the ability to fiag supervisors (including actual supervisory responsibility) to d those who are required o attend
specis) lraining.

214.01.014 Treining Need, Selection & Execution Identify skills and competencies ncoctsary (o support organization

214.01.01% Training Need, Selection & Execution The ability to respond to the Training Needs Assessment with plannod educational sctivities.

214.01.016 Truining Noed, Sclection & Execulion The ability to schedule, provide and track the training commitments.

214,01.017 Training Need, Selection & Execution Facilitalc job-rotation, cross-training snd self: ged work teams

214.01.018 _ Training Necd, Sclection & Execution Develop learning maps by business unil focusing on competencics, markets, solutions, customer and foundation skills

214.01.019 | Training Need, Selection & Execution Link leaming maps 1o people, leaming, frastructure snd industry best practioes

214.01.020  |Training Need, Sclection & Execution Design an cLeaming data base that contains learning solulions and products, leaming paths, malerials, and with (kexibility to sdapt to
changing market requi ts and delivery

214.01.021 Truining Need, Selection & Execution Integrate the Human Resource and Applicant tracking sysiem 10 the Training system.

214.01.022 Training Need, Selection & Execution Require a course catalogue which consists of both exicmnal and intermal courses necessary to meet the training needs of Client

214.01.02) Training Need, Sclection & Execution Develop rapid deployment competencics delivering cLeaming solutions to support operalional effectivencss

214.01.024 Training Need, Selection & Execution Provide automsted scheduling of classrooms, instructors and equipment with tracking of classroom usage, instructos usage and
certifications, and special equipment usage and attendance.

214.01.025 Truning Need, Sclection & Execution Develop, provide and (rack neccssary cducation and training required for safety issues.

214,01.026 Training Need, Selection & Execution Provide the abilily to calcufate nexi required training/ licensing date based on last activity dale and training and licensing froquency

: requirement.

214.01.027 |Tnining Need, Selection & Execution Provide the ability to cstablish default scttings for training and licensing descriptions, classifications, restrictions, frequency
requirements and comments.

214.01.028 Training Need, Selection & Execution Develop training programs which develop techniques that positions the organization to keasn from misiakes and successes, through an
adaplive, flexible work force

214.01.029  |Trining Need, Selection & Execution Training decision-making responsibilitics are managed throughout the organizstion and with Line Manager lcadership

214.01.030  |Trining Need, Sclection & Execution Require the need for employec training to come from the training plans/performance appraisal

214.01.031 Treining Need, Sclection & Execution Implement & global learning manag i system that aligns compeiency and organization development practices

214.01.032  |Trwning Need, Selection & Execution Use extenal training resources for non-core training programs (courscs such as Word, Excel, Powcrl'vint)
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Human Resources

I Tralning

1)) Function Sub-Function Requircment

21401033 |Training Need, Sclection & Execution Decrease and reduce training costs by identifying non-valued courses through annual review and measurement of the training program

214.01.034 Training Need, Sclection & Execution Outsource non-core Lraining courses

214.01.038  |Truining Need, Selection & Execution Qutsource and ulilize pon-core instructors foe iraining courses

214.01.036 Training Need, Selection & Execution Review development of core, intemal courses and determine best approach, method and value (or inierma) course design and delivery

214.01.037 Training Need, Sclection & Execution Just in Time training delivery bocomes more vatuable than scheduled courses, thus HR trainers must have (kxible schedules to adapt
o operational requirements

214.01.038  {Truining Need, Selection & Execution Based on comparison analysis, establish the need for development

214.01.039  [Training Need, Selection & Execution Develop Truining plan for next 12 months

214.02.001 Training Performance & Results Train snd Advise managers on effective performance management and appraisal

21402002 {Training Petformance & Results Design Comprehensive Performance Measurement Program

214.02.003 | Training Performance & Results Administer Employec Performance Reviews

214.02.004  |Training Performance & Results Notify SupervisorEmployees of Review deadlines

214.02,005 | Truining Performance & Results Collect and document employees® issues/concerns

214.02.006 Training Performance & Results Analyze results

214.02.007 Training Performance & Results Publish and distribute results to employecs

21402008 . |Truning Petformance & Results Communicate resuits to management

21402009  |Truining Performance & Results Compensate employees for attaining skills that add value to the organization and or work force flexibility

214.02.010  |Training Pesformance & Results Measure employecs against higher level jobs

214.02.011 Training Performance & Resulis Determine key and high potential employecs

214.02.012 Training Performance & Results Carry out comparisons between an employess, profile and_the ideal job requirements of & potentisl job

214.02.013  |Truining Performance & Resulls Store and monitor bookings/availability of course placcments

214.02014 | Training Performance & Results Provide the ability to maintain waiting lists for classes.

21402015 |Training Performance & Results Provide the ability to automatically move employees from waiting lists to cnrolled in classes ay space bocomes available.

214.02.016  {Training Performance & Resuits Provide the ability to cancel classes with automated notice lo employces of the cancellation.

214.02.017 Training Performance & Results Provide the ability 1o mainuin student enroliment history city wide by supervisor.

21402018 |Training Performance & Resulis Provide the ability to sulomaticatly enroll employees in City required raining classes based on hiring process.

214.02.,019  |Truining Performance & Resuits Track multiple types of iests, both pass/ fail and scored for employces and applicants.

214.02.020  |Training Performance & Results Store trmining historics and sttcndance recosds

21402020 |Training Performance & Results Provide a report of all training for one employec (transcripl).

214.02,022  {Training Performance & Results Provide the ability 10 add free form noles to employee training records.

214.02.023  |Training Performance & Resulls Provide sutomated notification that centifications and liccnse are set 1o expire.

214,02,024 _ |Training Pesformance & Results Provide class evaluation processing.

214.02.025  [Treining Performance & Results Provide the ability to track all required and optional training, licenscs, certifications ete.

21402026 |Training Performance & Resuits Track attendance

214,02,027 | Training Performance & Results Complete posi-course oertification/verification

214.02.028 | Training Performance & Resulls Develop Performance Standards and Meas s

214.02.029  |Training Performance & Results Complete reporting and calculations based on results

214.02030  |Training Performance & Results Develop competency models that identify critical success factors that diffcrentiate high or low performers and integrate desired
behaviors and performances into training & education programs

214.02.031  |Training Performance & Results Track necessary development information
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Human Resources

Workforce Planning&Stafting

0 Function Sub-Fumction Requirement
215.01.001 Workforce Planning/StafTing Analysis Manage Workforce Forccasting and Headcount
215.01.002 Worklorce Planning/SufTing Anslysis Develop strategy for determining work force needs
115.01.003 Work force Planning/StafTing Analysis Collect 1 ing data, infe ion, and 1o0ols
215.01.004 Workforce Planning/SufTing Analysis Gsther employoe census data
215.01.005 Worklorce Planaing/StafTing Analysisy Guther stafTing level anatysis
215.01.006 Work (orce Planning/StafTing Analysis Gather and smalyze turmover dats
115.01.007 Work foroe Planning/SiafTing Anslysis |Scenanio planning — Determine the skills knowledge and capabilities of future work force requi
2§5.01.008 Work (orce Planning/StafTing Analysis 1dentify capability gsp betwoen workforce snd planned projects/orgnizational tasks
215.01.009  [Workforce Planning/StafTing Analysis Anslyze organizationa! work plans for mext 12 months againat workforce availability and capability {rom workgroup 10 corporate
level
215.02.001 Work{orce Planning/SufTing Scheduling Provide the sbility (o rack and mainlsio work schedules by p , classification and employee.
215.02.002 Work{orce Planning/SuafTing Scheduling Enable the user 1o generate daily, weekly, bi- woekly and future schedules automatically, allow for manusl overrides on an cxception-
basis and provide for efTective calendar dating.
215.02.003 |Worklorce Planning/Stalling Scheduling Provide the sbility to define multiphe shifls including. but not limited 1o, starting and ending times, breaks and lunch periods, etc.
215.02.004  {Work(orce Planning/StafTing Scheduling Provide comments fields to provide reason for changes in schedules.
215,02.005  |Workforce Planning/StafTing Scheduling Ability 10 genersic work schedules based an period work schedule paticrn
215.02.006 | Workforce Planning/Staffing Scheduling Ability to sttach employces lo workschedule rules
115.02.007 Workforce Planning/Sts{ling Scheduling ShiR plannisg
215.03.001 Workforce Planning/StalTing SufTing Provide the sbility 10 133ign employecs to hours, shifts, positions, depariments, eic. oulside of their normal schedule and sccumulile
: and track al) associsied time and rclated data without afTecting the employ J schedub
215.03.002 Worklorce Planning/Stafling Stafing Provide the sbility 1o definc and assign employecs 1o an unlimited number of lsbor cost codes a3 defined in the City's chart of
' sccounts and pre- load default code assignments,
215.03.00) Workforce Planning/SuafTing StafTing Determine stafTing shortages based upon current and future schedules.
115.03.004  |Workforce Planning/StafTing StafTing Recommend available and eligible employecs for filling scheduled but unfilicd positions.
115.03.005 Workforee Planning/Sta{Ting StalTing Crente work force plan
215.03.006 Workforce Planning/Sua(Ting Sta (Ting Ability (o transfer employees between work schedules
215.03.007  |Workforce Planning/Sta(Ting Stafling Ability to transfer employees between work arcas and sies
215.03.008  |Workforce Planning/Stalling Swa(Ting ¥ ds for high work i ity critical work periods
215.03.009  {Workforce Planning/Stafling Sufling Preferved leave periods
215.03.010  |Workforce Planning/StafTing StafTing Employee anendance / svailability
215.03.011 Workforce Planning/Stafling Sta{Ting Capsbility 10 contingency plans workforce options
215.03.012  [Woskforce Planning/StafTing Staffing Job description stored with Jobcod ically wansfer 10 requisition.
215.03.013  |Workforce Planming/StalTing Staffing Msintsin and updale head: (open v. filled positions)
215.03.014  |Workforte Planaing/Su(Ting StafTing High risk/crilical p within organizati :
215.03.015  |Workforce Planaing/SufTing StafTing Organization chart down to position level
215.03.016  |Workforce Planning/Suaffing StafTing individual, Workgroup, Site / Division, and Organizstion Skills / potition matrix
215.03.017 Workforce Planning/Sts{ling Stafling Determine organizational behavior and culture required to support company suatcgics
215.03.018 Workf{orce Planning/StafTing StafTing Determine develop cfort needed (0 support organizational changes
215.03 019 Workforce Planning/Staffing Staffing Identify critical p and tasks
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Human Resources

Workforce Depioyment

1} Funciion Sub-Function Requirement

216 01 00t Work furce Deployment Benclits Adminisier Employee Assistance Scrvices

216 03 002 Workforce Deployment Benelits Receive request for employee sssistance

216.01 003 Waork fotce Deployment Benelils Refler employee W appropriate provider

21601004  [Workforce Deployment Benefits Coordinste guhering and ransfer of necessary information to providet

216.01.005 Workforce Deployment Benefily Monitor provider service and performance

116.01.006 Work force Deployment Benefits Allow oplions of waive coverage, single, employee + Sp, Family, Spouse Only (if employee or spouse is 65) coverage, Child only
216.01.007 Work force Deployment Benefits Ability to terminate coverage at any lime

216 01.008 Workforce Deployment Benefits Ability (o ofTer health bene s to surviving spouse (no life insurance)

216.01.009  |Workforce Deployment Benefits Ability to maintain existing kevel of coverage and premiums for covered participants in grand-fathered plans
216.01.010 Work [orce Deployment Benelits Ability to list premium peyments vis Benefil Plan

21601011 Work force Deployment Benelits Ability to irack beneiciarses for life insursnce

216.01.012 | Workforce Deployment Benefits Ensure Employees on worker's comp sre not paid through paytoll.

216.01.01)  |Workforce Deployment Benefits Process desth and/or retirement if spplicable

216.01.014 Waorkforce Deployment Benefits Provide Omphcemcm and Career Trassition Couvdlmg

216.01.015 Work{orce Deployment Benefits Cresie outp and careet trangitions ling program

216.01,016 Work (orce Deployment Benefits Receive employee request for outplacement and careey transition counseling

216.01.017 Work lovoe Deployment Benefits Admint iacemend program

216.02.001 Workforce Deployment New Hires DevdopudepEmmﬁ inilaty

216.02.002 | Workforce Deployment New Hires Introduce new employecs (0 organizats

216.02.003  |Workforce Deployment New Hires Complete ofTice and facility 1ours

216.02.004 | Work(lorce Deployment New Hires Introduce new employees Lo appropriste personnel

216.02.005 | Workforce Deployment New Hires Distributc secessary lools to successfully begin work

216.03.001 Work (orce Deployment Promotions Administer Promotions

216.03.002  |Workforce Deployment Promotions Dexide to promote an cmployee and initi ary correspondence to emplayec
216.03.00) | Workforce Deployment Psomotions Ability 10 promote employces to anothes job without & change in pey.

216.03.004  [Worklorce Deployment Promotions Ability for employees 10 be "demoted” W 8 job with 8 lower pay grade with no decrease in pay.
216.0).005 | Worklorce Deployment Promotions Finslize promotion

216.04.001 Work force Deployment Retirement Administer Retirec Processing & C hing

216.04.002  |Workforce Deployment Retirement Receive employees request for retirement

216.04.003 | Workforce Deployment Ratirement Ability 10 maintain all vilal employce inlormation efier the employre it Retired.

216.04.004 | Work({orce Deployment Retirement Ability 10 track employees who take early retirement incentive plans

216.04.008 | Work(orce Deployment Retirement Administer retiree benelits

216.04.006 | Work force Deployment Refirement Ci icate retiree op under applicable plans

216.04.007  |Workforce Deployment Retirement Automated Benefits Billing by din:ctly sccessing the retiree’s bank scct.

216.04.008 | Workforoe Deployment Reticement Abiiity to have billed y with 12 hy

216.04,009 | Workforoe Deployment Retirement Ability to contract of cmployu s who ase oﬂ'cted an ‘early out” optivn (caly m)
216.04.010 Work force Deployment Retirement Ability to notify COBRA TPA for retirees losing coverage

216.04.011 Work force Deployment Retirement Ability to determine eligibility based on age 60 and 20 years of unbroken service

216.04.012 Work force Deployment Retirement Abilify to 1D retirec's/spouscs sppeoaching sge 65 for Medicare Supy L infu

216.04.013 Work force Deployment Retirement Ability to identify dilTerent groups of Retirees

21604014 Work force Deployment Retirement Ability to generate » file_thst_houscs retirce name, banking info, Social Security and benef(it deduction amt.
216.0401S Workforce Deployment Retirement Ability 1o exusct retiree banking info for ACH fik

21604016 |Workforce Deployment Retirement Ability to identify retirees who have premi deducted vis ACIH file

216.04.017  |Workforce Deployment Retirement Ability 10 draw 8 report on retirecs requiring Benefits Billing

216.04.018 Work force Deployment Retiremen| Ability 1o post ACH deductions to the retisec’s Benefits Billing sccount records

216.04 019  [Workforce Deployment Retirement Abijity to post retiree check payments 1o the retirec’s records
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Human Resources

Worklorce Daployment

1 Funciion Sub-Functivn Requirement

216 D4 020 Workforce [Deployment Retrement Ability 10 vack payment history/type for ACH and non-ACH deductions

216.04.021 Workloice Deployment Retirement Ability to consider active employee wha retires eligible for COBRA, then when COBRA ends, be considered eligible Tor retiree
medical,

216,05.001 [Workforee Deployment Ter Initistc 3cparstion of employment

216.05.002  |Worklorce Deployment Termination Ability to ler al} the ded: when employec is inated

216.05.00) | Workforce Deployment Terminati Ability 10 pry out vacalion when employre is \erminated.

216.05.004 | Work(urce Deployment Termination Ability to entes number of vacsion hours (o be peid out.

216.05.005  |Workforce Deployment Terminati Ability for employees 1o chose b Pey C with Bene(its and Lump sum wilhout Benefits psy out.

216.05.006 | Workforce Deployment T Admini huntary or i y scparstion

216.05.007 |Workforce Deployment Termination Ability 10 kerminate all benefits for employces upos termination, {¢.g., medical, dental, life, FSA's, etc). Taminate cither sl the end
of pay period or the lermination date,

216,05.008  |Werkforce Deployment Termination Ability lo process employees who Lerminaie with pey but mo benefits.

216,05.009 | Worklorce Deployment Terminati Determine employee beoefit eligibility for employee who is receiving scverance

216.05.010  |Workforce Deployment Ter Ability 10 siop coversge when severance ends.

216.05.0)1  |Workforce Deployment Tesmination Ability 10 310p coverage when coverage is supposed 10 end due 10 eloction of hump sum payot of severance.

216.05.012 | Workforce Deployment Teorminati Ability 10 s1op coverage when scveraace has siaried bul ends earty due 10 cloction of lumg sum payout of severance.

216.05.013  }Workfoece Deployment Termination Ability to allow an employee to continwe in some beacfit plans sfier termination.

216.03.014  {Worklorce Deployment Terminati Ability to allow employees on severance to elect benefits duning OVE or make FSC

216.06.001 Work force Deployment Transfers Manage Transfers

216.06.002 | Workfrce Deployment Translers Decide W trsnsfer sn employee 1o another location/oflice

216.06.003 | Workforce Deployment Transfers Masintain internal ansfer reporting

216.06.004 | Workfoxrce Deployment Translers Transfers with and without Pay Changes

216.06.008  |Workfocce Deployment Translers Transfer employee based on different critisis (location, job, mevit, promaotion, etc.)
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Human Resources

Payroll

1 Funclion Sub-Function Requirement
21701 001 Payroll Employce Account Definc uniquc pay proups and payroll rukes
217.01 002 Payroll Employce Account Provide the abilily to group employoes by organizational umit without having to set up muliiple records for each organizational unut.
217.01 003 {Payroll Employee Account Provide the ability 1o assign an employee 10 a primary organizational unit or fund (¢ g, GL home accouni)
217.01.004  [Payroll Employee Account Provide the ability to establish sutomatic default sct up of new employee pay and deduction codes by classification
21701.005 Payroll Employee Account Provide the ability (0 assign a unique employee identifier,
217.01.006 _ |Payroll Employee Account Provide the ability to enicr employees by SSN, employec identificr and/ or name.
217.01.007 Payrolt Employee Account Provide the ability to make payroll changes by, but not limited to, organizstional unil, bargsining unit or group.
217.01.008 Payroll Employee Account Reg or ste employces sccording o the conditions detsiled in their contracts of employment
217.01.009 _ |Payroll Employee Account Maintain Employee Master File
217.02.00% Payroll Processing & Deduclions [ Ability 10 capture taxsble employee benefits data (¢.g , 1099) and pass required dats 1o spplicable HR/Payroll appli
217.02.002 Payrol Processing & Deductions  [Provide the sbility to track multiple overtime resson codes,
217.02.003  |Payroll Processing & Deductions | Provide the ability to utilize difTerent GL sccount codes to record various pay types such as vacatioa pay, sick pay, eic..
247.02.004  [Payroll Processing & Deductions | Provide the ability 1o sccommodate vasious puy statuses (e. g, biweekly, hourly, fee, salaried, uncompensated, etc).
217.02.003 Payvoll Processing & Deductions | Ability lo p ic step and range increases based on user-defined how of paid service that can vary by class
217.62.006  {Payroli Pr ing & Ded Provide the sbility 1o override o¢ adjust hours sccumulsicd loward step and range increase.
217.02.007 Payroll Processing & Deductions A dxic & user- defined number of pay steps within & pay range for mny classification.
217.02.008 Payroll Processing & Deductions | Provide the sbility to updste salary ranges by percentage or flat dollar amounts for any specified clasg or bargaining unit.
217.02.009  {Payroil Processing & Deductions _[Provide the abilify 10 enicr sicps and ranges that may be fixed or vaniable as specified for esch class.
217.02.010  |Payroll Processing & Deductions  |Ability to pesform simulstion pay runs
217.02.011 Payrolt Pr ing & Ded Requi { to ransfer sppropriale payroll results to Financials W compicte the pay 1o third partics
217.02.012 Payvoll |Processing & Deductions  [Requirement to update YTD figures without making a peyment w the employee
217.02.01)  [Payroll Pr ing & Ded Requi o per form retrospective payments
217.02.014 _ |Payroli Pr ing & Ded Requi 10 sut ically calculaie payroll tax and workcover payments
217.02.015  (Payroll Pr ing & Ded Requi 10 priorilize deductions and take of pr d net
217.02.016  |Psyroll Processing & Deductions  |Allow s unlimited number of pre-tax and post-tax deductions
217.02.017  [Psyroll Processing & Deductions  |Handle special taxes for all sistes
211.02.018 Payvoll Processing & Deductions  [i{andic all federal, state, and local taxes and associsted taxsbie wage collection
217.02.009  [Payroll Py ing & Ded Allow suthocized payroll personnc! 10 casily update all peyroll tables (e, Laxes, deductions, camings, eic.)
217.02.020  |Payrolt Pr ing & Ded Provide regular tax table updates in clectronic format
217.02.021  |Psyroll Pr g & Deduct Indicaic staie(z) in which employce should be taxed (home snd work) .
217.02.022 Payvoll Py g & Ded Ability 10 change employee's depariment with ic trans(er of GL account
217.02.023 _ [Peyvoll P g & Ded Online stub review
217.02.024 _ |Payroll P g & Ded On-line payment modeling
217.02.025  [Payroll Py g & Dedt Allow (or on-line time entry
217.02.026  |Payroli Processing & Deductions  [Capture both regular snd overtime hours
217.02.027 _ |Payvoll Proccssing & Deductions  [Capture Leave without Pay
217.02.028  |Puyroll Processing & Deductions  |Capture Jury Duty Time
217.02.029  |Puyvoll Processing & Deductions _ |Pay for employees working part-time or a reduced workweek should be ically calculsicd with no memwal inservention
217.02.030 _ Payroll Procetsing & Deductions _[Ability to not deduct taxes from exempt employees (¢.g . student viss)
211.02.031 Payroll [Processing & Deductions | Track the employee and employer portions of each tax
217.02.032 Payrol! Processing & Deductions | Track the wege base upon which each tax is calculsted
217.02.033 Psyroll Processing & Deductions  [Capture both taxable and non-taxsble wages
211.02.034  {Payroll P ing & Deductions |Standurd, recurring pryments can be selup
217.02.035  |Payroll Processing & Deductions  {Calculate state and jocal taxes for employee temporarily working in 8 state vther than the employee's normal home or work stale
217.02.036  [Payroll Processing & Deductions | Allow an employee 1o be taxed in multiple k at same time (¢.g., home state and work state) -
217.02.037  [Payvoll Processing & Deductions  |Calculsie worker's comp premiums based on employec's work state and job code
217.02.038  |Payvoll Processing & Deductions | Track hours charged to leave ( I, sick os holiday)
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21702039 Payroil Processing & Deductions  jAccruc annual fesve bascd on leave schedule and hours worked

217.02.040 Payroll Processing & Deductions | Automatically payout vecation when employec is lerminsted

217.02.041 Payvoll Processing & Deductions  [Creste file for 401k vendor indicating sctual amount withheld for 401k participants

217.02.042 Payroll Processing & Deductions  |Calculate tax on non-cash payments (e g, gifl certificates over §125)

217.02.043 Payroll Processing & Deductions | Ability to include special payments on regular paychecks, if desired

217.02.044  |Payroll Processing & Deductions [ Ability \o tax relocation peyments as required

217.02.048 Payroll Processing & Deductions A ically ik bank sccount wsing file of cleared checks from bank

217.02.046 Payroll Processing & Deductions | Automated payroll joumnal entry

217.03.001 Psyroll Payment Use sysicm 1o help handle manual paychecks snd recoociliation

217.03.002 Payroll Payment Requirement 10 disbure employee payments W one or more bank sccounts (max. 6)

217.03.003  [Payroll Payment Requirement 1o make pryments on behalf of the employees 1o thisd parties ¢.g. insurance, HMOs
217.03.004 Peyroll Puyment Requirement 10 prini peyslips to variows locations

117.03.005 Payroll Payment Requirement to make off-cycle paymenis

217.03.006  {Payroll Payment Ability to pry employees by cheque

217.03.007 Peyroll Payment Requirement 1o post required data to Financials and controlling modulcs

217.03.008  |Psyvoli Payment Incorporsie rules to d inc what is idered cligible & for each gamnish type

217 03.009 Payroll Payment Attsch gamishment vendor Lo employee record

217.03.010  [Psyroll Payment Allow multiple direct deposit ac for each employee

217.03.011 Payroll Payment Track information in garmish d t on cmployee record

217.03.012 Payroll Payment On-finc vacstion balance review

217.0).013  [Payroll Payment Prioritize gamishment deductions based on wser-defined rules

217.03.014 Payroll Payment Stop gamishmeni deduction when gamish is paid (if spplicable)

217.03.015 Payroll Payment A ically gencrate AP invoioe for the approgpeiate vendor for garmishment, bene (it and tax payments.
117.03.016  (Psyroll Payment Capability to pay expense reimbursements through payroll 10 single of multiple employee bank sccounts
217.03.017  (Pwyroll Payment Suppost payments 1o bene(it carriers

217.01.018 Payroll Payment Ability 10 process manusl check and calculste sppropriste accumulations for deductions outside of regular pey period
217.03.019 Payroll Payment AUow special payment 1o be made through disect deposit

217.03.020 Payroll Paymemt Remit taxes electronically

217.04.001 Payroll Reports & Analysis Ability o produce paysbics aging analysis reports

217.04.002  |Payroll Reports & Analysis Maintain payroll detsil online for mini specificd time period.

217.04,003 Payroll Reports & Anslysis Deductions list report, Sumumary report (gross wages, deductions eic), Movemend report (terminations, tranyfers eic)
217.04.004 Payroll Reports & Analysis Ability for employee 10 access own Pay Slip and print copy.

217.04.005 Payroll Reports & Analysis Generale aror report

217.04.006  |Psyroll Reports & Analysis Track period-to-date, QTD and YTD balances for employees on alf camnings, deductions and taxes
217.04.007__ [Peyvoll Repors & Analysis Ability to reflect taxable third-party payments on employee's W-2 8t year end (€.§., relocstion expense paid direcily 1o 31d party)
117.04.008  |Payroll Reports & Analysis Produce Quarterly ployment reports

217.04.009  [Payrolt Reports & Analysis Produce FICA reports

217.04.010  |Payroll Reports & Analysis W-2 reconciliation report

217.04.011 Payroll Reports & Analysis Print payroll rcports by posiing datc or eniry date

217.04.012 Payroll Reports & Anslysis - Employee sudit Uil report (changes made to employee record)

211.04.013 Payroll Repons & Analysis State Unemployment report

217.04.014  [Payroll Reports & Analysis Deduction Register

217.04.015  [Payroll Reponis & Analysis W-2 report

217.04.016 Payroll Reports & Anslysis Form 940 - Federal Unemployment (Quarterly and Annual)

217.04.017  |Payroll Reports & Analysis Form 941 - Quarterly Federal Employer Tax Return

217.04.018  [Payroll Reports & Analysis Time Distribution History

217.04 019 |Payroll Repons & Analysis GL Disuibution report
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21704020  [Payroll Reports & Analysis State Tax Reponting/Withholdings SUI

217 04.021 Payroll Reports & Analysis Check Register

217.04 022 |Payroll Reports & Anaslysis Disect Deposit Register

21704.023  |Poyroll |Reports & Anslysis Payroll register

217 04.024  [Payoll [Reports & Analysis Employee Eamings and Deduction register

217.04 025 [Payroll Reports & Analysis Employec Eamings and Deduction history

217.04.026  |Payroll Reports & Analysis Leave Report (vacation, sick and holiday)

217.04.027 _ |Payroll Reports & Analysis Worker's Comp son Premium Report

217.04.028  [Payroll Reports & Analysis Report on uwworked hours by employee (disability, leave without pay, ctc.)
217.04.029  |Payroll Reports & Analysis 401k reconcilistion repont

217.04.030  [Payroll Reports & Analysis Payroll sccruals repont

217.04.031  |Payroll {Reports & Analysis | Year End Rq:ming(WZsLAbilan interface with Financial System.
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